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Overview

Microsoft Office 2007 was released to the public on January 30, 2007.
Although, Microsoft Office 2007 is not yet installed as part of the 1. Overview
standard desktop image at Towson University, the software is '

available for early adopters through the Virtual Workspace 2 N.ew User Interface (UT)
. 3. Size of a Worksheet

(https://virtualworkspace.towson.edu). .

4. Ribbon

5. Office Button
New User Interfacequy 6. Quick Access Toolbar
Yes, there are a lot of changes to the screens of the familiar Microsoft 2o Unel )
Office programs - But they are all good changes and have been b Wl

9. Working with Files from

designed to help you analyze, share, and manage your data faster
and with greater ease. Someone made the analogy of, “it’s like your
child emptied the dishwasher, all the dishes, glasses and silverware
are all there, but just in different places, and you have to find it.”

Earlier Versions of Excel
10. Keyboard Shortcuts
11. Common Operations...
12. Help!!

The Size of a Worksheet

The Excel 2007 worksheet is HUGE! A single worksheet now consists of 1,048,576 rows (Figure 1, 1)
and 16,384 columns (Figure 1, 2), which means you have more than 17 billion cells in which you can
enter data or perform calculations!
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The Ribbon

In Excel 2007 you now have only one main area with tools and commands that brings the essentials
together and makes them very visual. Instead of having 30 or so un-displayed toolbars, and various
commands buried on menus or in dialog boxes, you now have the Ribbon (Figure 2, 1) located at
the top of the screen. Think of the Ribbon as a single giant toolbar that has all your commands and
other tools readily available.

The Ribbon consists of several Tabs (Figure 2, 2). The Tabs sit across the top of the Ribbon and
have names like Home, Insert, and Page Layout. Each Tab has its own set of icons or commands. A
Command, such as “bold”, center alignment” or "AutoSum”. All the Commands are arranged in
Groups (Figure 2, 3). A Group is a set of related commands, such as the Cut, Copy and Paste in the
Clipboard group. The Home tab (Figure 2, 2) contains the most commonly used commands such
as the Font, Alignment, and Number Formatting commands.

Once you learn how to use the Ribbon in one program, you will find it easy to use in other programs,
such as Word 2007 and PowerPoint 2007.

Note: the Ribbon is not customizable unlike the toolbars in the former versions of Excel. In other
words, you cannot add or remove icons, or commands from the Ribbon.
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several Office programs (Figure 3, 1). The Office Button is located at the top left corner of all the
Office 2007 applications. The Office Button provides more options, more conveniently located
together. Clicking the Office Button opens a menu containing the more frequently used file-related
commands, such as Open, Close, Save, Print, Send, but also includes Excel Options (Figure 3, 2)
and the Recent Documents List (Figure 3, 3).

Note: Files that you use often will most likely appear in the Recent Documents List, or you can
Q click the “Pin” icon (Figure 3, 4) to pin the file to the Recent Documents List for good.
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Recent Documents

1 time trackads
2 Mail Merge Dg aurce.xls
3 Grade_book Empty.xls =1
4 Run Macro.xls =1
5 Grade_book FINALxls 4=
6 Excel Charting.xls 1=
7 Sorting and Filtering Training file.xls 1=
8 Excel Advanced Cales Training File xls £=
& 9 Excel Basics.xls l=
Template Madification.xls 1=
¥ Grade_book TemplateUndergraduate xls 1=l
Grade_book _TemplateUndergraduate xls 1=
L Template Maodification.xls 1=
CH_Accomplishments2006.xls =
¥ Road Show - Excel training file.xls 1=

|3 Excel Dptions- | |X Exit ik

Quick Access Toolbar

You cannot customize the Ribbon, but you can easily add commands to the Quick Access Toolbar
(Figure 3, 5) where they are always visible and near at hand. The Quick Access Toolbar is the only
customizable toolbar in Office 2007. This toolbar can contain a set of commands that are
independent of any tab. The Quick Access Toolbar is located to the right of the Office Button at the
top of the of the screen.

0 To add icons to the Quick Access Toolbar, you can use one of the two options listed below:

1. Click Customize Quick Access Toolbar icon H (Figure 3, 6) and select the desired
command, or select More Commands.

2. Right-click on any desired command already displayed in the Ribbon or in the Office button
menu and select Add to Quick Access Toolbar from the shortcut menu.
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The Undo and Redo icons are located on the Quick Access Toolbar.

Note: You can still use the keyboard shortcuts Ctrl+Z to undo and Ctrl+Y to redo commands.

New File Type

For Excel 2007 workbooks, Word 2007 documents, and PowerPoint 2007 presentations, the default
file format now has an “x” on the end of the file extension, representing the XML format. For exam-
ple, in Excel 2007, a workbook is now saved by default with the extension .xlIsx, rather than .xls.

If you save a file as a template, the same applies: You get the template extension of old, with an “x”
on the end; for example, .xIsx in Excel 2007. If your file contains macros, you have to save it using
the new macro-enabled file format. For an Excel 2007 workbook, that translates into .xlsm.

Working with Files from Earlier Versions of Excel

You can open a file created in previous versions of Office programs, from 95 through 2003. Simply
open the file as you normally would. After working with it in the 2007 version, you may want to save
the file. By default, the Save As dialog box saves a file created in a previous version as that same
version. As you save, a Compatibility Checker will let you know of any new features added to the file
that may be disabled, or matched as closely as possible. If you want to save a file in the 2007 for-
mat, select Excel Workbook in the Save as type box.

Colleagues who have Word, Excel, or PowerPoint versions 2000 through 2003 (and the latest patches
and service packs) can open 2007 files. When they open your document, they will be asked if they
want to download a converter that will let them open your document.

Note: If you open a presentation created in Excel 95, Excel 2007 will default to the 2007 format
when you save it. But you can choose to save the file in the 97-2003 format using the Save As...
command from the Office Button.

Keyboard Shortcuts

The keyboard shortcuts from any previous version that begin with CTRL are intact, and you can use
them as you always have in the past. For example, the shortcut CTRL+S still saves a file, and
CTRL+B still makes text bold.

You can download a list of Common Microsoft Office Shortcuts from the OTS Training website:
http://wwwnew.towson.edu/adminfinance/ots/Training/documentation/Microsoft%?200ffice%20Tools/
Microsoft Office Shortcuts.pdf

There is a new way to activate commands using the keyboard. Press ALT on the keyboard to make
the Key Tips appear. Then press the desired letter, such as “H” to select the Home tab, then “1” to
apply Bold formatting.




\\VTOWSON UNIVERSITY MICROSOFT EXCEL 2007: NEW FEATURES

1. Click the Microsoft Office Button.
2. Click New.
3. Inthe New Workbook dialog box, select Blank Workbook.

4, Click Create.

1. Click the Microsoft Office Button.

2. Click Open.

3. In the Open dialog box, select the desired file (you may need to navigate to it).
4. When ready, click Open.

The Cut, Copy and Paste commands all appear on the Home tab in the Clipboard Group. You can
still use the old keyboard shortcuts.

# 3 % & B (
Select the desired cell range.

1. On the Home tab, click the Cut button (or press Ctrl+X on the keyboard).

2. Click on a destination cell where you want to paste the cell contents.

3. On the Home tab, click the Paste button (or press Ctrl+V on the keyboard).
& B ({

1. Select the desired cell range.

2. On the Home tab, click the Copy button (or press Ctrl+C on the keyboard).
3. Click on a destination cell where you want to paste the cell contents.

4. On the Home tab, click the Paste button (or press Ctrl+V on the keyboard).

D (

1. Select the desired cell range you want to format.

2. Then, on the Home tab, in the Font, Alignment, or Number group, click the desired formatting
buttons.

Live Preview

A new feature in Excel 2007 is the Live Preview. Live Preview lets you quickly see how formatting
options like fonts and Quick Styles will look before you commit to them. By pointing to various
formatting choices, you can instantly see how the selected choices would appear on selected text and
objects. For example, if you are trying to choose a font in Excel 2007, just hover the mouse pointer
over the font in the font list to see the effect of each font on any text that you have selected. When
you are done previewing formats and styles, move the pointer over the format or style that you like,
and then click to apply it.




\\VTOWSON UNIVERSITY MICROSOFT EXCEL 2007: NEW FEATURES

Formulas

One of the main benefits to using Excel is the creating of formulas. You can use numbers, or
formulas, entered in certain cells to calculate values in other cells. Just as in all older versions of
Excel, all formulas must begin with an equal sign (=). The equal sign instructs Excel to perform a
calculation in this cell rather than showing text or numbers in a list. Formulas can be typed from
scratch or inserted using the AutoSum button 5 -. The AutoSum button is located on the right
side of the Home tab.

Sorting r

You can use the Sorting & Filtering button Fiter - to sort data by color and by more than 3 (and up
to 64) levels. You can also filter data by color or by dates, display more than 1000 items in the
AutoFilter drop-down list, select multiple items to filter, and filter data in PivotTables. The new
Sorting & Filtering button is located on the right side of the Home tab.

Where Do | Go for Help with Excel?

Excel 2007 offers an extensive Help screen. The Help Button @ appears in the upper-right corner
of the window in several Microsoft Office programs, such as Excel, Word and PowerPoint.

Q You can still press the F1 key for Help, if you prefer.

0 You can also call the Help Center at 410-704-5151.




